Sumit Kumar Rajora

Email: sumitsir_1984@yahoo.co.in  Mob No. 9990791004 
Objective:

Aspiring for a bright and challenging career in a professional and a growing organization which would enable me to upgrade myself with emerging trends and technologies and contribute towards growth of organization.

Work Experience:

Presently working with ROI HOTELS(INDIA) PVT LTD.As Sr. Accounts Executive from 01th July 2014 to till date. 

Job Descriptions as Account Executive
· As Sr.Accounts Executive Handling Vendor Payments, Handling Employees Reimbursments, Accounts Reconciliation, Making Payments to Vendors, Calculation of TDS, Calculation of Service tax, Calculation Luxury tax, Coordination with Vendors etc.& ,  Bank reconciliation. Journal entries. Maintain voucher .Maintain all the records ,(RTGS, NEFT, Salary, Reimbursement ),Reconciliation debtors. Making MIS report on monthly basis. Fund report.
· Responsibilities: 

a) Handling all vendor payments with maintain credit period. 

b) Deduction of TDS.

c) Coordination with Regional hotel.
d) Making payment of Employees Reimbursements.

e) Journal entries in Tally.

f) Bank reconciliation.
g) Reconciliation of receipts.
h) Making debit note .
i) Fund Transfer (Salary, Reimbursement, NEFT , RTGS, Interco. Transfer )

j) Cash Flow/Fund Flow.
k) Calculation of Luxury tax.
l) Calulation of Service Tax.

m) Making MIS report.
n) Fund Report.
 Worked as Sr. Account Executive

· Worked As Sr. Account Executive in UNICON INVESTMENT PVT LTD. From 20st Oct 2009 to 30th June2014
Job Descriptions as Account Executive

· As Sr.Accounts Executive Handling Vendor Payments, Handling Employees Reimbursments, Accounts Recoincilation, Making Payments to Vendors, Calculation of TDS, Coordination with Vendors etc.& ,  Bank reconciliation . journal entries . Maintain voucher .Maintain all the records .Calculation interest on FDR. , Cash flow/fund flow, Fund Transfers(RTGS, NEFT, Salary , Reimbursement ) 

· Responsibilities: 
a) Handling all vendor payments with maintain credit period. 

b) Deduction of TDS.

c) Coordination with Regional Office.
d) Making payment of Employees Reimbursements.

e) Journal entries in Tally .

f) Bank reconciliation.
g) Reconciliation of receipts.
h) Making debit note .
i) Fund Transfer (Salary, Reimbursement, NEFT , RTGS, Interco. Transfer )

j) Calculation of Interest on FDR.
      k) Cash Flow/Fund Flow.
· Worked As Account Executive in QAI India ltd. From 1st May 2007 to 19th October 2009
      Handling Vendor Payment, Accounts Reconciliation, Making Payments to Vendors,                 Deduct TDS, Coordination with Vendors etc.& calculation of service Tax and deposit ,  Bank   reconciliation . Reconciliation of receipts & journal entries, Maintain voucher & filling the same, maintain all the records. Calculation of TDS, Calculation of service tax & deposit the same, bank reconciliation
· Responsibilities: 

a) Journal Entries in Tally Ledger Group Wise

b) Making Trial Balance in Excel Sheet and Coordinate with Clients

c) Making Balance Sheet to each Client Wise in Excel sheet and sent it to clients.

d) TDS Calculation & deposit the same 

e) Calculation of service tax & deposit the same.
Technical Skills:

Operating Systems:  Windows (98, ME, 2000, XP), DOS.

Microsoft Office: MS-Word, MS-Excel and MS-Power Point  

Tally: Tally 5.6, Tally 7.2, Tally 9

DTP Software: PageMaker (5.0, 6.5, 7.0), Corel (5,10), Instant Artist

Typing speed: 25-30 wpm in English 
Addtional Qualification:

Tally Course from Sewa Bharti Institute 
DTP Course from Ambedkar Bhawan 

Educational Qualification:

B.Com from    
: Graduation from Dayal Singh College from Delhi University

Xth                 
: from CBSE in 2000.

XIITH 

  
: from CBSE in 2002

Personal Details:

Marital Status

:
Single.

Gender

:
Male.

Nationality

:
Indian.

Language known
:
English, Hindi, 

Address (Local)
:
D-16/110 Sector –03 Rohini-110085.

Address (Permanent):
D-16/110 Sector –03 Rohini-110085.

Strength:

Hardworking, Dedication

Able to work under high pressure and sharp deadlines.

Hobbies:

Reading books, Listening music, Playing & watching Cricket.
Date : 

Place :

New Delhi





(Sumit Kumar Rajora)

